ji
APPLICATION FOR RECORDS RETENTION SCHEDULE |, 00 ricE O The S T D FISTORY

.l RECORDS MANAGEMENT, DIVISION

INSTRUCTIONS: See Pubhatlon No. 76—RM-1 for instructions on completing this form. Forward sagned original to
Department of Archives and History, Records Man-gement Division, 330 Capitol Avenye, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Md;m ' o Fon RECORDS MANAGEMENT USE
Application Date ication Number
' o B%??L’ggmg?‘t\!oca 1onailﬁ3uca.tlon Appllcéon‘ — I (D 8 — ﬂ
— Division of Vocational Instruction ,
Application Number Business Education Unit Date Roceived - Date Completed
1752 East Tower; Floyd Building MAY 170 1983 IJUN"? 1989
2. Person to Oonhct Working Title Telephone Number
Deborah Collins | Senior Secretary 656-2562

3. Action Requested
a. [ Establish Retention Schedules record will continue to accumutate.
b.. O Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No. __81=168=A _ __ Check One: B Change; [ Supercede: O Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest o
| BUSINESS EDUCATION SCHOOL FILES _
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
No Change

1

7. Record Series Deswibtion This file contains the following documeﬁts {include form numbers and titles, if any):

B Arttach samples of the file.
Documents relating to:
included are:
No Change
- File is arranged: )
Iy Reference Rate How often are records referred to which are:
to six months old _i__, Seven to twelve months old ___l___._._; Thirteen to twenty-four months old o=-1__ .
five months and older Q."_‘_..._.'_? ' '
9. Annyat Rate of Accumulation of Records | - _ t -p
ergizedrawers __________;legalsizedrewers . ;Shelves _+ Other (specify) L“ cu, 1,

AR—80-71; Rpv. 76 - o~ (Ovar)




YES

NO | 10. Questionnaire  (Place an X" in the proper column)

8. s this the official copy of the series?
1f not, where is it?

b. Does the series eo-ntllrfoonﬁdantml informmon nqumng m:untv handlmg? If yes, cite law or rogulatlon

" 4

c. Is this » vital record? —

d. Does this series have historical or long térm research value? ' {

documents be scheduled separately?

e. When one or two documents in the file make it necessarv to keep the entire file for a long penod could these

AN mmmm_m_mmwmmx,

“g. Is the information contained in this series ever analvzed andlor recorded in a summarized report?
If ves, attach copy,

h. Is there a duplication of this series in vour offu:e or in lnother office or agency?

If ves, where? .
i s this aﬂuﬁmnmamma_mhﬂlmmnﬁmm ,

1. _Does the record series result in a computer printout?

1.

Retention Requirements . The following requires the series to be kept:

B

a. State Law . years. d. Audit period

years.

b. Statute of limitation years. . e. Administrative need

years,

years.

¢. Federat law ' _ years, 4. Federal retention instructions

L

Attach copy or excert of laws or regulations, Explain administrative need.

12.

Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
O Celendar Year; 8 Fiscal Year; [J Other . o

then,

O Hold in the current filesarea _______month(s) .. ___ year(s); then
[0 Transfer to local holding area; hold . ____.______year(s); then

B Transfer to State Records Center; hold —___3___ year(s); then

2 Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify) ‘

These instrucfions apply to all prior and future sccumulations of the series.

Recommendations in pera-
graph 12 are approved. State Auditor/Designee

{(If disapproved, attach letter
of explanation.) &eaeury of State/Designee .

. Attorney General/Designee R@, @//
AR-80-71; Wev.76 TR

Head/Designes  (Signature) Date Records Management Officer {Signature)

Smc Records Commitise {S:gmtum)

g/g/f@wmxﬂ M.gu.w_

L-6-T3

%




4
APPLICATION FOR RECORDS RETENTION SCHEDULE DO T VS AND ISTORY

/ RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication ‘No. 76—RM—1 for instructions on completing this form. Forward signed ‘original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgna 30334,
Attention: Schedulmg Section.

t

J

FOR AGENCY USE 1. Agency Address : C FOR RECORDS MANAGEMENY USE
Application Dete Department of Education ' Appiication Number
Office of Vocational Education 8 ‘ - ' b 6 - R
Application Number Division of Vocational Instruction Date Received Date Completed

Business Education Unit

o JAN 271987 |FEB 8 1982

2. Person to Contact Wofking Title B Tolephone Number |

Deborah Collins : ~__Senior Secretary ' _ 656-2562

3. Action Requested
a. O Establish Retention Schedule,;reoord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

c. & Amend Application No. _B/—-/68-A __ Check One: [0 Change; O Supercede; O Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest
I BUS INESS EDUCATION SCHOOL FILES
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
No 'Changt_é_
7. Reoqrd Se;ies Description This file contains the following documents {include form numbers and titles, if any):

Attach samples of the file.
Documents relating to:

Included are:

No Changes
File is arranged:
8. Monthly Reference Rate ' How often are reoords'referred to which are:
Onetosix monthsold . ; Seven to twelve months od Thirteen to twenty-four months old H
twenty-five monthsandolder _____ 7
9, Annual Rate of Accumulation of Records _
Letter-size drawers ; Legalsizedrawers ______ _; Shelves : Other (specify)

AR—50—71; Rev.76 .~ {Over)




YES | NO { 10. Questionnairs  (Place an *’X" in the proper column)

8. Is this the official copy of the series? . : .
if not, where is it? '] ‘

b. Does the series contain eonhdentna! information requiring security handling? f yes, cite law or reguletion, -

c. Is this a vital record? i ‘ ‘. , ©

d. Does this series have historical or Io yng term research value?

e. When one or two documents in the file make it neo&ssarv to keep the entire file for a long period, could these

—L

3 dgs__men;s be @eduieg! separately?
- . lsthe mformnm-rwmmmumm

g. Is the information contained in this series ever analvzed nnd/or reeordecl ina summanzed report?

) Myes attachcopy, -

h. Is there a duplication of this series in your office, or in another offme or agency?
If ves, where?

__1__i._ls this series {or a major portion of it) regularly microfilmed?

L. Does the record series result in a computer printout?

11.

Retention Requirements ’-‘f The following requires the series to be kept:

a. State Law ] years. ~d. Audit period o , . years.
b. Statute of limitation years, e, Administrative need 3 years,
c. Federal law <2 ___years. f. Federal retention instructions _ EEO 3~ vears.

P

Attach copy or excert of laws or regulations, Explain administrative need.

12.

Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
D Calendar Year; XX Fiscal Year; [0 Other _ then,

8 Hold in the current filesarea _______month(s) _—_ ! year(s); then
O Transfer to local holding area; hold . ___vyear{s); then

B Transfer to State Records Center;hold ____ 2 ___ _ year(s); then

@ Destroy.

D Transfer to State Archives for permanent retention. |

O Other (Specify)

&)

These instructions apply to alt prior and future accumulations of the series.

| Agency Head/Designee (Signature] Date Records Management Officer (Signature) Date

. Uaemar Collp [ oo/ 1Wetheo 2. Boccmqudree | 12552

State Records Comipittee (Signature) Date
Recommendations in para- {—r
graph 12 are approved. State Auditor/Desig ' Vr§"v :

(If disapproved, attach letter .
of explanation.) &ue‘%}efmﬁw M@ /{JM- 2~2~8>

B /

F 4 .
Attorney General/Designee y - %
AR—80-71; Rav. 786 {Reverse Side =




-

DEPARTMENT OF ARCHIVES AND HISTORY
- RECORDS MANAGEMENT DIVISION
INSTRUCT IONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed oragmal to
Department of Archives and History, Records Management Division, 31) Capitol Avenue Atlanta, Georgia, 30334,
Attentnon Sehedulmg Sect;on i :

APPLICATION FOR! RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

1

FOR AGENCY USE " | 1. Agency Address . ' FOR RECORDS ngNAGEMENT USE
Application Date : ' Department of Education - Application Number
Office of Vocational Education ' 8 \ - ‘(p 8 pr
Application Number Division of Vocational Instruction Date Received Date Completed
Business Education Unit n
- s prvialrywies T e ey _ 0CT 261981 | NOV 4 1981
2. Person to Contact Working Title Telephone Number
Russell Mercer ‘State Supervisor = 656-2552

3. Action Requested K _
a. [ Establish Retention Schedule; rtscord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. [ Amend Application No. _81-1648 Check One: [@ Change; [ Supercede; O Void

4. Dates of Serios 5. Records Series Title (followsd by title used in office; if different)
Earliest Latest '

1977 ] to date Business Education School Files .
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

No Change

7. Record Series Descrizion This file contains the followmg documents {mclude form numbers and titles, if any):
E Attach sariples of the file. :

Documents relating to:

Included are: -
No Changes
File is arranged:.
_ 8. Montth Reference Rate How often are records referred to which are:

Onetosixmonthsold ____ ; Seven to twelve mdnths old _________; Thirteen to twenty-four months old ;
twenty-five months and older ?

9. Annual Rate of Accumulation of Records v . )

. Lettersizedrawers ______ . ;legalsizedrawers _____ ;Shelves ____ ...~ ;Other {specify) —

‘AR—50-71; Rev.76 T . ) (Over)




YES | NO | 10. Quemonmm {Place an X" in the proper column)

“a. s this the official copy of the series?

X If not, where is it? 4 _ i
b. Does the series contain confidential mformatlon requiring security handhng? if yes, cite law or regulataon

x 4 € Is thlsa vital record? St e SR !
x| d. Does this series have historical or long term researeh value? -

e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these :

X documents be scheduled separately?
o _LAMMQﬂiIiMMMEQMMJMCh CopY,

X
X g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?

). If yes, attach copy.
- h. Is there a duplication of this series in your offu:e or in another offlee or agency?
X .1 If ves, where?

X i._1s this series {or a major portion of it} regularly microfiimed?

X ..1_j. Does the record series result in a computer printout?

11. Retention Requirements 4f-' The following requires the series to be kept:

a. State Law _ years. _ d. Audit period

b. Statute of limitation -~ ___ : years. e. Administrative need ' 3
¢. Federal law ] years. "'$, Federal retention instructions - EEQ 3

Attach copy or excert of laws or regulations. Explain administrative need.

EEO requires three (3) years retention of all material used in hiring, firing,
pay raises, etc.

years.

years,
years.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

Bl Hold in the current filesarea ________month{s) ____ 2 _ ___year{s); then
O Transfer to local holding area; hold ... ____year(s); then

B Transfer to State Records Center;hold | year(s); then

(d Destroy.

0O Transfer to State Archives for permanent retention.
O Other (Specify)

1

These instructions apply to all pfior and future accumulations of the series.

O Calendar Year; @ Fiscal Year; O Other then,

T Agency Head/Designee (Signature)

Q/_é)%mm% za/a?&/;/ Walheo X Basewgandoal 10/23] ¢l

Recommendations in para- ] - v W
| graph 12 are approved. State Auditor/Designee
‘A (If disapproved, attach letter ) ‘_ _
| of explanation.) . _&:orﬁ&telbesigm Qwu_, M _ l—2- El

Records Management Officor (Signature)

Y

/—s_ﬁm Records Comnz ) (Séatural

A U-2-F/

Attorney General/Designee

AR—50-71; Rev, 78




OFFICE OF THE § E
APPLICATION FOR RECORDS RETENTION SCHEDULE |07 (ai 20 O Shives an miston

RECORDS MANAGEMENT DIVISION
INSTRUCTIONS See Publication No 76—RM—1 for instructions on completing this form. Forward signed orlgmal to

Department of Archives and Hlstory, Reoords Management Division, 330 Capitol Avenue, Atlanta, Georgla 30334,
Attention: Scheduling Sectlon ) :

| . FORAGENCYUSE | 1. Agency Address . ' FOR RECORDS MANAGEMENT USE
Application Date . Department of Education Application Number

Office of Vocational Education : 8 — lG 8
-— Division of Vocational Instruction

Business Education Unit

Application Number Date Received Date Completed +

Atlanta, Georgia MAR 2 1981 | MAR 11 198t

2. Person to Contact vVi'or;(iing Title - Telephone Number
Russell Mercer State Supervisor 656-2552

v — S— —
3. Action Requested rt .
a. KX Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

| c. 0O Amend Application No. Check One: 1 Change; [ Supercede; O Void

4. Dates of Series 5. Records Series Title (fol/lowed by title used in office; if different)
Earliest = . Latest ‘ '

1977 I to date Business Education School Files

6. Division and Office Functlon What is the function of the Division and the Office in which this record series is created?
The Division of Vocational Instruction is responsible for developing policy relating to
vocational instruction at the secondary and postsecondary level; participating in the
development of the State Plan for Vocational Education; developing vocational education
program standards relating to instructional areas; providing consultative services to
local school systems involving all phases of the instructional process; participating on
evaluation of local school systems' vocational programs; reviewing architectural plans
for local school systems' voactional facilities; reviewing request from local systems
for the purchase of equipment; reviewing vocational education instructional materials;
reviewing preservice and in-service training programs; and supervising vocational student
organizations at the state level.

7. Record Series Descruptuon This file contains the followmg documents (mclude form numbers and titles, if any)
Attach samples of the file.

monitoring the activities of the Business Education program
at the secondary and postsecondary level in Georgia.

Documents relating to:

Included 2re:  propram of Work; Secondary Vocational Education Report (DE Form 0537); and

related correspondence.

Fileisarranged: .pyonokgically by fiscal year, thereunder by academic area, thereunder

alphabetically by school system thereunder alp'habetlcally by teachers name
EX Monthly Reference Rate How often are e records referred to which are:
One to six months old #& -\ Q_O, Seven to twelve months old _LL Thirteen to twenty-four months old _Lg___

twenty-five months and older _ /0 7 ) - o RN
9 Annual Rate of Accumulat)on of Records )

Letter-size drawers __-?:_“ Legalsizedrawers .. . ; Shelves —__~;Other {specify)

AR-50—71; Rev.76 T . L s (Over)




YES | NO_| 10. Questionnaire  (Place an X'’ in the proper column) . -
. Is this the official copy of the serles? : A S , * -]

- — S . 41

X 1 not, where isit? _ “f
' b Does the series contain confrdentlai rnformatron requrrrng securrty handling? If yes, cite law or regulagion. :

S R - .. -

. Is this a vital record? ‘ w i : - -/

e. When one or two documents in the file make it necessary to keep the entire file for a !ong period, could these
documents be scheduled separately? :

X
X _
X d "Does this series have historical or long term research value? L
X
X

. R ﬁ,ﬁ l@e{mf_o;r’a@wntamed in this series ever gubh;hed? If yes, attagh copy.
"?he information contarned in this series ever analyzed and/or recorded in a summarized report?

| é_ __111yg§,_ttach copy.. R . -
e ! I| h.lstherea duplrcatron of this series in your offroe or in another offlce or agency?
_X ) If ves, where? .
X | _i. Isthis series LMMQLI_QD of it)re r_g_Jarlv microfitmed?. - .
X | j. Does the record series result in a computer printout? . 3
11. Retention Requirements ~f The following requires the series to be kept
a. State Law _ ___years. d. Audit period e ___years,
b. Statute of limitation el .. __years, ‘e. Administrative need 3,,.1_. . ._Years,
¢. Federal law _ " _years. f. Federal retention instructions _EEQ _ 3 " _vyears.

Attach copy or excert of laws or regulations. Explain admrmstratwe need,
EEO requ1res three (3) years retention of all material used in h1r1ng, firing, .
ray raises, etc. ' i S :

- [ . . N oa

12. Approved Drsposrtron Instructions This agencv recommends that the file series be cut off at the end of each : :
B : - veii___then, -

d Calendar Year X Frscal Year O Other : : : e _

. & Hold in the current files area onth(s}__;;’)____year(s) then o x Lo
O Transfer to local holding area; hold _.__._;___year(s) then o ' CoTn
O Transfer to State Records Center; hold ________iyear(s); then r - . . ol
Xl Destroy. ‘ - [T
O Transfer to State Archives for permanent retention. .

O Other {Specify)
These instructions apply to all prior and future accumulations of the series.
Date Records Management Offrcer (Signature) Date
3"’ 2_" ?/ ZJa/%eu % [Q)cumqa,aém 3 2 [
| State Reeords Commrttee (Signs re) ] Date

Recommendations in para-

graph 12 are approved. o State Austor/Designee [ 7 3// ‘-'g‘/
(If disapproved, attach letter & - 1
of explanation.) Secrety state/Designee 3 + / ﬂ - f /

Attorney General/Designee //m% B | 3-//- K/

AR—50—71; Rev. 76 {Reverse Side)¥ o




DEPT. OF TECHNICAL AND ADULT EDUCATION (0415) APRIL 25, 1996

RETENTION SCHEDULES TRANSFERRED FROM DEPT. OF EDUCATION (0414)

‘ TO THE DEPT. OF TECHNICAL AND ADULT EDUCATION;,
ON NOTIF ICATION OF RUBY C. SHERRII L, DTAE (SEE ATTACHED LETTER & NAMF S ENTRV)
/
0415-000 . ' .
81-0014 M . Vocational Organizations Affiliation Files -

C 960425 SA C

4/25/96 Tran. from 0414 (DOE) to 0415 (DTAE)

CoO = C¥
Review folder and destroy all material 3 years or older
Note* Earlier Destruction authorized

0415-000 !
81-0015 M Vocational Organization General Administrative Files
C 960425 SA C
4/25/96 Tran. from 0414 (DOE) to 0415(DTAE)

CO = FY :

Hold in CFA 1 year
Transfer to Archives

For continuing retention

. 0415-000 , ‘ .
81-0016 M Vocational Organization Financial Files
c 960425 SA C
4/25/96 Tran. from 0414 (DOE) to 0415 (DTAE)

CO = FY

Hold in CFA 1 year
Transfer to SRC
Hold 4 years
Destroy

0415-000 -
81-0043 M Related Coordinators
C 960425 ‘SA T
4/25/96 Tran. from 0414 (DOE) to 0415(DTAE)

0415-000
81-0168 M Business Education School
C 960425 SA I
4/25/96 Tran. from 0414 (DOE} to 0415 (DTAE)




# -

DEPT. OF TECHNICAL AND ADULT EDUCATION (0415) APRIL 25, 1996

RETENTION SCHEDULES TRANSFERRED FROM DEPT. OF EDUCATION (0414)
TO EH.I: DEPT. OF TECHNICAL AND ADULT EDUCATION,

ON NOTIFICATION OF RUBY C. SHFRRILL DTAE (SEE ATTACI—IED LETTER & NAMES ENTRY)
(

0415-000 s o
81-0255 M Administrative Subject : : -
C . 960425 | SA I ' -
4/25/96 Tran. from 0414 (DOE) to 0415 (DTAE)
CO = FY
Hold in CFA 1 year
Transfer to SRC
Heold 2 years
Destroy
{
0415-000
81-0256 M School System
C 960425 SA I ‘
4/25/96 Tran. from 0414 (DOE) to 0415 (DTAE)
CO = FY
Hold in CFA 1 year
Transfer to SRC
Hold 2 years
Destroy
0415-000
81-0325 M Trade and Industrial Education School System File
C 960425 : SA I
4/25/96 Tran. from 0414 (DOE) to 0415 (DTAE)
0415-000 o
.89-0026 M JTPA Unit Administrative Files
C 960425 SA I ‘
4/25/96 Trans. from 04140{DOE) to 0415 (DTAE)
0415-000 T ‘ . -
89-0027 M SDA Cooperative Agreement/RFP(Request for Proposal) Files
C 960425 SA I
4/25/96 Trans. from 0414 (DOE) to 0415 (DTAE)
0415-000
89-0028 M JTPA Section 123 Activity Files
C 960425 SA I

4/25/96 Trans. from 0414 (DOE) to 0415 (DTAE)

Entered by MD,_&M_ Approved by:(Z; M/

Date: MoVv. 18, 1996 /V_y_c /)7 /f?/

\A1\ch APPROVED\0415-96.sch




R A L e e 43

Secrefary of State oy

¢
| ?epar’tmsnt of Archifies and History / '
330 @apitol Apenue, 3.%.
Tiefwis A Massey ‘ Atlanta, Georgia 30334 — Tdfoard MWelpon
SECAETARY OF STATE ‘ : DIRECTOR
(404) 656-2681 (404) 6562358
INFORMATION (404} 656-2393
FAX (404) 6578427
April 25, 1996

Ruby C. Sherrill t

Office of Technical Education

Department of Technical and Aduit Education
1800 Century Place, Suite 400

Allanta, GA 30345-4304

Dear Ms. Sherill:
Thanks for the JTPA information you shared with me this morning.
Enclosed are copies of the JTPA retention schedules from Department of Education:

Schedule #89-026 - JTPA Unit Administrative Files, 1983 and [ongoing];
Schedule #89-027 - SDA Cooperative Agreement RFP Files, 1983 and [ongoing].
Schedule #89-028 - JTPA Section 123 Activity Files, 1983 and [ongoing].

We will update our records to transfer these to the jurisdiction of the Department of Technical
and Adult Education. We will also begin a review to see if there are other records series that
should be transferred from Education to DT&AE.

We will begin development of a common reteﬁtion schedule for the local school systems’ JTPA
records when we receive the Department of Labor manual. We probably will be calling you again -
for clarification and additional information.

Again, thanks. Call us if we can be of assistance.

Sincerely, ot

(o

Peter E. Schinkel

Head, Schedule Section

404 656-2373 FAX 404 656-2949
<petes@archives.sos.state.ga.us>

Enclosures
cc: Andrew S. Taylor, Assistant Director . CM\AI\D415-96.LTR



LNAME Sherrill / FNAME MI Ruby C. f

SALUT Ms. : : AUTH RA ;
TITLE ‘ RECNO 2207 ;
N ' /
PHNO 404 679-1678 EXT ORG . '
FAXNO 404 679-1675 EMAIL '
CONFID : ' -
AGENPREFIX Department of . ACRONYM DTAE
AGENDESC Technical and Adult Education AGCODE 0415
DIVISION Office of Technical Education DIVCODE
PO_BLDG 1800 Century Place, Suite 400
STREET
CITY Atlanta , STATE GA
ZIP 30345-4304 ¢ : DELIVERY M
COUNTY Fulton INST SA
TRANDATE 04/25/96 INIT PES

NOTE 4-25-96: She coordinates JTPA for local schools. She will send
us the GDoL Manual which sets 3 year after grant period '
requirement. She thinks a common for local schools is a good
idea. '

Told her we would transfer 89-026,027,028 to DTAE; would do same
for any others if we knew which they were.




